NEOGOV

NEOGOV ONBOARD - EMPLOYEE/MANAGER TRAINING GUIDE

Objective: This Training Guide focuses on how to navigate within NEOGOV
Onboard and perform the routine employee and manager tasks for
new hires.

Pre-Requisite Requirements:
¢ New Hires have been authorized in NEOGOV Insight and the nightly feed has auto-created the
pending hire in HRMN.
¢ New Hires have been loaded to Onboard and activated.

Helpful Tips:
e Clicking on the NEOGOV icon in the upper left-hand corner always returns a user to their Unified
Dashboard.

e A checklist is a collection of forms the new hire will be filling out and/or reviewing. Each will be
assigned a Standard Forms checklist. Each form has different due dates, based on the information
being provided.

¢ Each new hire will have a Getting Started portal page (where the checklist displays), an Employment
Information portal page (general information applicable to all State employees) and an agency portal
page (displaying information specific to their agency).

INDEX: Select hyperlink below to go to information.
1. Login

Dashboard - All

Completing Forms

Dashboard - Managers

Reports
Return to the Dashboard

SuAwN

LOGIN

NEOGOV can be accessed by using the following link: https://login.neogov.com/

You should have received an Activate Your NEOGOV Onboard User Account email with a link to create
your account Password using your email address as your Username. This activation is good for 24 hours
and will expire. If you require a new activation, please contact your HR Office or the NEOGOV mailbox at
MCSC-NEOGOV@michigan.gov.

NOTE: Current NEOGOV Insight and OHC users will use their current Insight and/or OHC
username and password.

1. Log into NEOGOV using your Username and Password. Click on the Log In >> button.
2.

NEOGOV

Workforce
Planning Report

1|Page


https://login.neogov.com/

NEOGOV

3. The system can also be accessed from the HR Gateway page Gateway on the Civil Service
Commission website.

MCSC

Michigan Civil Service Commission -~

Civil Service MCSC Quick Links

Commission -
Featured Careers [ Applicants 8 Employees § Announcements * HR Gateway
Career Services / *dob
Featured Careers Specifications/Pay

m . Assistance Payments Worker and Services + Compensation Plan

NEOGOV works best with Chrome.

@ chrome

4. Upon login, the NEOGOV Unified Dashboard will display. This dashboard centralizes tasks and
actions for managers and employees across their talent management suite (TMS) in one place,
effectively eliminating the toggle to switch between products. Managers and employees can now
access information across Insight/OHC, Onboard, and Perform in a one-stop shop.

NEOGOV  g§ Dashboard Q Search for employees or positions @ MCSC EMPLOYEE

Dashboard

Dashboard My Onboarding (18)

ME <

MCSC EMPLOYEE
PE-DEPARTMENTAL ANALYST-A
PE-CIVIL SERVICE COMMISSION MDCS

Dashboard - All

1. Upon login, employees with any outstanding Onboard tasks will automatically view their Onboarding
tab. Within the Onboarding tab you will see your Portal pages (middle links under Congratulations)
and Checklist items (middle right).

2. The Getting Started portal will always return you to your Onboarding screen. The Employment
Information portal will provide general employment information. Your agency-specific portal page
(i.e. Civil Service Commission, below) will provide you with links, information and forms specific to
the agency in which you will be working. Please be sure to click on all and review thoroughly.
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3. Items in the Checklist section are forms or information you should review and complete prior to their
due date. To review each form, simply click on the name.

@ MCSC EMPLOYEE v/

NEOGOV Dashboard Q Search for employees or positions

ME 3 Dashboard

Dashboard My Onboarding (18)

MCSC EMPLOYEE

PEDEPARTMENTAL ANALYST-A

PE-CIVIL SERVICE COMMISSION MDCS

My Profile

A Dashboaid CONGRATULATIONS MCSC ‘,,}}‘ 2\
‘Tasks .
&a People
Getting Started!  Civil Service C ion P
@ Performance
5 Forms
il Reports i <@ Preview Checklist Timeline
Welcome to your Onboard Portal! Checklist
Congratulations and welcome to your personalized onboarding portal! This portal is designed to provide m
you all the information, forms, and policies you will need as a new State employee. To prepara for your N
employment, please pay close attention to the forms and links. Some items are for your review and O completeto ©  Dueinimonth
understanding, while others can be completed anytime before the item's due date.
[ Complete Personal Information Due in1 month
Help your HR Office help you L. Garnnl 0
onyour first day of [ Complete W-a @  Dueinimonth
employment by timely
completing the items in your ) Complete Michigan W-4 @  Dueinmonth
checklist. Please complete
your checkist to the right, [ Complete Emergency Contact information @  Dueinimonth
paying special atiention o due
anese [0 Complete Direct Deposit @  Duein1month

dates. Completed f

NOT naad tn ha nrin

Completing Forms

1. Completing any form in Onboarding follows the same process. Select (click on) the form, review the
information, fill in the necessary fields, and click Save at the bottom of the form.

2. Within the Checklist section, select the form name. For this example, we will use the Personal
Information form.

NEOGOV Dashboar Q ch for employees or positions @ MCSC EMPLOYEE

ME ¢ Dashboard

Dashboard My Onboarding (18)
MCSC EMPLOYEE

PE-DEPARTMENTAL ANALYST-A
/CE COMMISSION MDCS

My Profile

£ Dashboard CONGRATULATIONS MCSC

:QTasks @

&2, People

Getting Started! Civil Service C i p
@' Performance

[ Forms

1l Reports i P Checklist Timel
¥ Welcome to your Onboard Portal! Checklist DR aadrimeine

Congratulations and welcome to your personalized onboarding portal! This portal is designed to provide

you all the information, forms, and policies you will need as a new State employee. To prepare for your
employment, please pay close attention to the forms and links. Some items are for your review and D Complete k9 ®  Dueintmonth
understanding, while others can be completed anytime before the item's due date.

ﬂ [ Complete Personal Information @  Dueinimonth
Help your HR Office help you

Shiolx Tseday.of O Complete W-4 @  Dueintmonth
employment by timely

completing the items in you [ Complete Michigan W-4 (@  Duein1month
checkist. Please complete

your checklist to the right, @ Complete Emergency Contact information @  Duein1month
STERN | gl @ Complete Direct Deposit @  Duein1month

dates. Completed do

NAT naad 1n ha nrintad and o
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3. Review the information within the form and update/complete any necessary fields.

4. When complete, select Submit in the upper-right. Also please note, you can select Save For Later
in the upper-right to save return to complete your form later.

NEOGOQOV a8 Dashboard Q  sesren = L° OMCSCEMPLDVEE

Reports ~  Downleads = ©

Add Personal Information 2020a Cancel

Accessibility Tools

Complete Personal Information

+Fields are required.

Employee Personal Information

Employee” Employee Numbe

MCSC EMPLOYEE M2

Instructions: Orly complete this form if the information has chenged or is missing. These updates will be provided to your State of Michigan Human Resources Office. A portion of this
information is protected by federal privacy laws and/or state confidentiality requirements. I you have a Canadian address, please contact your Human Resources office for changes
andfor updates.

Home (Mailing) Address - determines HMO and DMO insurance eligibility” Address 2 (. Apt #)

| 123 Main Street

ciy” State”

| Lansing | Ml
County Zip Code®
Ingham | 48906

5. A banner will display at the top of your screen that the form was created. You may continue
completing each form.

A new Personal Information 2020a created X

Danare

6. Some tips to keep in mind as you are completing forms:
e Phone numbers should be XXX-XXX-XXXX
e Dates should be MM/DD/YYYY
e States should be the two-character abbreviation (i.e. Ml for Michigan)
e For direct deposit information, make sure routing number(s) and account number(s) are correct
with no spaces or non-numeric characters
Complete all required fields (noted with a red asterisk)
e Clicking Save submits the form; if you have accidently submitted incorrect data please contact
your HR Office representative
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7. Outstanding Onboard forms (and any other outstanding tasks) can also be found in the My Tasks
section of your Unified Dashboard. As within My Onboarding, forms can be completed simply by
selecting the form name.

NEOGOV 3§ Dashboard | Q  Search for employees or positions Give Feedback @ MCSC EMPLOYEE v

ME ¢, Dashboard

Dashboard My Onboarding (17)
MCSC EMPLOYEE
PEDEPARTMENTAL ANALYST-A
PE-CIVIL SERVICE COMMISSION MDCS

My Profile
My Tasks View All Tasks (17) People
A Dashboard
. MY MANAGER
.= Tasks OVERALL STATUS
2, People i MCSC MANAGER
@' Performance Due Late
[ Forms
il Reports Tasks Quick Actions View All
£ Write a Journal entry >
[} ONEOARDING - EORM
¢ View my current evaluation ?
we  Complete -9 Due 04/07/21

For you « Checklist: Standard Form Tasks

ME,  Complete W-4 Due 04/08/21
For you - Checklist: Standard Form Tasks

we Complete Michigan W-4 Due 04/08/21
For you - Checklist: Standard Form Tasks

Me,  Complete Emergency Contact information Due 04/08/21
For you « Checklist: Standard Form Tasks

8. Once all forms are completed, you will receive the following message. Click OK. You have
completed the process!

Congratulations!

You have completed your Onbeoarding tasks. Upon your next login

you will be taken to your Dashboard.

You will now be redirected to your Dashboard.

“ =]

Thie nnrtal 1z dacinnad tn Armdde o with Al Afthe infamAtinn farme
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Dashboard - Managers

MM 7 Dashboard
Dashboard
MCSC MANAGER
PE DEPARTMENTAL MANAGER 3
PE-CIVIL SERVICE COMMISSION MDCS
My Profile
My Tasks
‘ f4_Dashboard
S rasks OVERALL STATUS

&, People

3

A

Performance

O m

Forms
TASKS

Reports

ol

MM

MM ¢ People

MCSC MANAGER

PI -PARTMENTAL MANAGER-3
£-CIVIL SERVICE COMMISSION MDCS My Team's Tasks
My Profile

#_Dashboard

o

Onboarding

NEOGOV 38 Dashboard | Q  Search for employees or positions

My Onboarding

[ RECRUITING : SME REVIEW

NEOGOV =8 Dashboard Q Search for employees or positions

My Team My Team's Tasks

Tl Sert v = Filters
‘rasks
& People
& Performance
[£] Recruiting
) Forms
il Reports Sort: Due Date (Oldest First)
o Complete -9
Onboarding
o Complete W-4
Onboarding

Complete Michigan W-4

1

Overdue

Departmental Specialist 132 - Testing Only DO NOT APPLY (1) (Z3-CSC-OBAS)
Job Posting Departmental Specialist 13 - Testing Only DO NOT APPLY

Org Chart

View All Tasks (1)

A Due 02/12/21

If you are a Manager, the dashboard will have a few additional items available:

1. In the People section of your Dashboard under My Direct Reports, if any of your employees are
currently assigned Onboard tasks, - Onboarding will display after their name.

People
MY MANAGER
s CSC Manager

MY DIRECT REPORTS

e MCSC EMPLOYEE - Onboarding h

Quick Actions

7 Write a Journal entry

f View my current evaluation

2. Further, by selecting the People link along the left navigation and then My Team’s Tasks,
outstanding Onboard (and other) tasks will display for your employees.

These tasks can be filtered by Employee or Product.

17

Due Later

ME MCSC EMPLOYEE

ME MCSC EMPLOYEE

ME MCSC EMPLOYEE

Give Feedback @ MCSC MANAGER v

View Team

View All

>

Give Feadback @ MCSC MANAGER v

Q  search

Due 04/07/21

Due 04/08/21

Due 04/08/21
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Reports

1. Managers have the ability to run reports on those employees who report directly to them. Employees
may run Onboard reports on themselves.

2. Along the left navigation, select Reports. Onboarding reports display on the right. Several report
options are available for managers. For employees, Onboard Progress, Offboard Progress,
Checklist Progress and Task Status display.

NEOGOV a8 Dashboard Q Search for employees or positions @ MCSC MANAGER v/

MM ¢
Reports
MCSC MANAGER
PE DEPARTMENTAL MANAGERS b
PE-CIVIL SERVICE COMMISSION MDCS
My Profile Forms Onboarding
Completed Forms Report > Onboard Progress >
A Dashboard
Iasks
&, People Overall Process Status Report > Offboard Progress >
l;, Performance Process Task Status Report > Preboard Progress >
[£] Recruiting
[0 Forms Custom Process Status Report > Checklist Progress >
il Repors
Approval Task Status Report > Task Status >
-9 >
Performance
W-4 >
Evaluation Status By Department Report >
Custom Forms >
Evaluation Status Detail >
NEOGOV 38 Dashboard | Q  Search for employees or positions @ MCSCEMPLOYEE v
ME <
Reports
MCSC EMPLOYEE
PEDEPARTMENTAL ANALYST-A
PE-CIVIL SERVICE COMMISSION MDCS
My Profile Onboarding
Onboard Progress >
A Dashboard
= Tasks
2 People Offboard Progress >
1:; Performance Checklist Progress >
[ Forms
| Jil Repeorts Task Status >
&

3. The Onboard Progress report displays the percentage status complete for each employee who has
been assigned a checklist. Users can also add columns and/or filter on Employee #, Employee
Name, Position, Department Code, Department Name, Division Code, Division Name, Start
Date and Checklist Completion.

4. The Offboard Progress report is not being used at this time.
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Employees

10.

11.

12.

13.

14.

15.

NEOGOV &8 Dashboard

The Preboard Progress report is also not being used at this time.

The Checklist Progress report displays the percentage status complete for each employee who has
been assigned a checklist. Users can also add columns and/or filter on Employee #, Employee
Name, Department Code, Department Name, Division Code, Division Name, Position,
Checklist Name, Checklist Completion, Start Date, and Separation Date.

The Task Status report displays the status of each task and the task assignee. Users can also add
columns and/or filter on Employee #, who the task is Related To, Department Code, Department
Name, Division Code, Division Name, Position Code, Position Name, Checklist Name, Type,
Assignee, Status, Start Date, Separation Date, Due Date, Task Type, Updated On, Updated By,
and Status.

The 1-9 report only displays data for HR Office users.
The W-4 report also only displays data for HR Office users.

The Custom Forms report displays all State of Michigan specific custom forms, except the Federal I-
9 and Federal W-4.

Report columns can be added/removed by selecting the Y icon.

Report column order can be changed by selecting the “ icon and dragging it to your desired order.

Report filters can be added/removed by selecting the icon.

Report data can also be exported if needed. Place a checkmark in front of each record to export (or
all records), select Bulk Actions and then either Export to CSV, Export to PDF or Export to Excel.

Wait a moment for NEOGOV to build and provide the report.

Actions Done

Pre-Hires  Reports ~  Completed Forms ~  Downloads
EXPORT ACTIONS

Task Status Report (o Exportiocsv

Export to PDF
offooarding Preboarding Other e P

Inactive @ Export to Excel
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Return to the Dashboard

Regardless of where you are in NEOGOV, you can always return to your Unified Dashboard by clicking
Dashboard in the upper left corner of your screen.

[ @) cic usscen

MM < Dashboard

Dashboard! My Onboarding
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